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	THE BRITISH ASSOCIATION OF UROLOGICAL SURGEONS

	
	  35-43 Lincoln’s Inn Fields

  London     

  WC2A 3PE
	Tel: 020 7869 6950

Fax: 020 7404 5048

Email: events@baus.org.uk



BAUS Council Room Hire

Terms and Conditions of Use (updated July 2017)
Please read these Terms & Conditions carefully & sign (final page) to confirm acceptance of the information in this document.  
Please return a signed copy of the Form to events@baus.org.uk and keep a copy for your records
	Organisation name:
	

	Organisation address:
	

	Booking made by (name):
	

	Contact points:
	Telephone:

Email:



	Name of meeting:
	

	Number attending meeting:

*Capacity is 25 people – please contact BAUS if your committee has more than 25 members
	

	Meeting start time:
	

	Meeting end time:

*Note – meetings must be completed by 1700 hrs (when the BAUS Offices close)
	

	Telephone conference unit: 

Charge is £40 + VAT (payable to BAUS)
	Yes / No




Please Note
· During the decant phase of Project 2020, BAUS is receiving additional requests to use the Association’s Council Room.

· BAUS will try to accommodate these requests where possible – but we need to ensure that we minimise the disruption to our staff from an increase in external meetings.  We ask all visitors to respect that the BAUS office is a working environment and keep noise outside the Council Room to a minimum.  Please also note that the BAUS staff are unable to provide administrative or secretarial services to external meetings.

· Please would meeting organisers ensure this information is passed to attendees at their meetings in the BAUS Council Room.  

Thank you.

Terms and Conditions

Please read the following information carefully.  By signing this Form you are agreeing to the Terms and Conditions of use of the BAUS Council Room.  BAUS reserves the right to charge for any damage to the Council Room – including any equipment in it.  The Council Room must be returned to BAUS tidy and in good working order and in the same state the occupier received it.

The BAUS Council Room – equipment & facilities

· The facilities in the BAUS Council Room are tables (which are on wheels so can be moved to accommodate the meeting requirements) and chairs.  There is a side table on which catering can be served.  

· BAUS cannot provide any AV equipment (including laptops, cables etc) for external meetings etc.  Meeting organisers will need to bring your own laptops etc.  There is a TV screen which can be used for projection - but if you wish to use it, please visit the BAUS offices in advance of your meeting so that you are familiar with its use (see below).  The BAUS Office staff do not provide IT or AV services or technical support for external meetings.  

· Meeting organisers are welcome to come to the BAUS Offices to view the Council Room in advance of their meetings which will provide an opportunity for you to check your AV, laptops etc and the room set up.

· There is a wi-fi connection which can be accessed by visitors – the log in details are available in the Council Room (on a flip chart sheet)

Conduct in the BAUS Offices – including taking phone calls

We would ask Meeting Organisers to confirm with their attendees that if they need to take a phone call during the course of the meeting, this is done outside the BAUS offices (ie in the area immediately outside the lifts on the 6th floor) and not in the BAUS office space as this is disturbing to the working environment.  We will politely remind attendees in the event a telephone call is taken in main office area. 

Catering

· Meeting Organisers must ensure all catering for their meeting/s is organised & provided by you.  There are no catering facilities for committee meetings in the BAUS Offices ie we cannot provide tea, coffee, water (there is a water cooler for individual consumption) or crockery.

· Meeting Organisers must ensure all catering is delivered directly to the BAUS Council Room and food must be consumed in the BAUS Council Room and not in the BAUS Office area.  

· Meeting Organisers are asked to ensure that all rubbish is completely cleared up at the end of the meeting and the Council Room is left clean and tidy.  If not, we will contact the Meeting Organiser (named on page 1 of this form) and ask them to return to the offices to do so.  The BAUS office staff are not responsible for providing cleaning services for other organisations.   

Other

External visitors are not permitted to use the BAUS office telephones, photocopier or any other BAUS equipment without prior permission.  In the case any BAUS equipment is used without prior permission and suffers damage, we will seek full reimbursement of replacement items from the organisation booking the room.  

The BAUS Kitchen Area is for use by BAUS staff only.  

I confirm I have read & agree to abide by the Terms & Conditions set out above & will pass the information about use of the BAUS Council Room (sent with this form) to the committee members attending the meeting:

	Name:


	

	Signature:


	

	Date: 
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